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Reading 26 
Introduction to WS – FTP 
 

 
 

WS_FTP is a software program that allows you to upload your webpage. 

WS_FTP stands for WinSock File Transfer Protocol.  

WS_FTP Home used to be called WS_FTP LE, which was a Limited Edition 
version whose license permitted used by educational, government and non-
profit home users (version 5.x and earlier).  

With version 6.0, WS_FTP LE's license was revised to allow for educational 
use only. 

Sources: http://en.wikipedia.org/wiki/WS_FTP  and http://www.ipswitch.com/ 

The following instructions are issued to students for the purposes of using this 
program for their College work, in accordance with the copyright / licence 
terms. 
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1. Installation: 
Step one:  
Install and view the files on the CD. 
 
Double click on the ws-ftp executable file: 

 

Step Two: 
Click Continue: 
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Step Three: 
Click in the “student” button and then click on “Next” 
 

 
 

Step Four: 
Place ticks in the “At Home” & “For Academic Work” checkboxes and choose 
“Next”. 
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Step Five: 
Read and Accept the licence agreement 
 

 
 
 

Step Six: 
Specify the location to install the program. Unless there is a reason not to, 
leave this as the default – and choose “OK”. This sets up where the program 
will be installed. 
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Step Seven: 
Also leave this as the default – and choose “OK”. This sets up the default 
location for transferring files. 
 

 
 

Step 8  
Leave this as the default. It will cover Windows 98, and Windows XP. 
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Step Nine: 
The program will now install, at the end of the process you will see the 
following screen: 

 
Click on “OK” 
 
All will have gone well and you will be presented with the following screen. 
 

 
 
Click “OK” to finish the installation. 
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2. Using WS – FTP 
Step 1 – Opening the Program 
To get started you will launch the program. This can be 
done by either double clicking on the icon that the 
installation program placed on your desktop.  
 
 
Or by going to your Start Menu / All Programs / WS_FTP 
and choosing the WS_FTP97LE option and clicking on it. 
 

 
 
Once the program launches you will see the following screen. 
 

 
 
Congratulations you have the program up and running. We will now examine 
both of the screens that are shown to learn how to use them. 
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Step 2 - Session Properties 
 

 
 
Profile Name:   The name that you will use to identify your site 
Host Name / Address:  Can be an FTP or WWW address provided by your 

ISP 
Host Type:    Leave at Automatic 
Anonymous   untick this option 
User ID:  The user name you will use to log into your site. 

Usually provided by your ISP hosting service 
Password:  The password you will use to log into your site. 

Usually provided by your ISP hosting service 
Account:  Leave blank – unless specified otherwise by your 

ISP hosting service 
Comment:  Use to identify your site to you – useful if you have 

multiple sites. 
 
Once your details are entered first click on “Apply” and then “OK”. This will 
then connect you to your site.  
 
Please note that individual ISP’s may require you to 
configure the “Start Up, Advanced and Firewall” Tabs, 
they will normally have advice on how to do this on 
their websites. 

 
 
Here is a screenshot showing the 
information for the Australian 
College site. 
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Step 3 – The Transferring Files Screen 
The following screen is the ftp screen. 
 
The left hand side (labelled local system) is where you select the files (eg your 
website) to be transferred / uploaded. 
 

The right side (labelled remote system) is where you select the 
destination to transfer the files to. 

 

 
The first time you use the ftp program the destination area will be blank as 
above. 
 
After you upload once, the right hand side will have the files listed that you 
have already uploaded. 
 
You will then be uploading the newer versions of your files. 
 
You will be able to upload your whole website each time or just the pages that 
you have updated. 
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Step 4 – Selecting the Files to Transfer 
Locate the appropriate files and directory before transfer so that you know 
where they are currently kept. You will then use WS_FTP to select those files. 
 
There are a number of different ways to locate and select your files: 

·  a) The Up Arrow 
·  b) Choosing a directory 
·  c) A drop down box 
·  d) Changing directories (ChgDir) 

 
The “up arrow method is explained below; and the other methods are 
explained at the end of these notes 
 
a) Use The Up Arrow to Select the Local Files to Tr ansfer 
This is the green arrow in the top left corner of the screen. Think of it as a 
“back” arrow. It allows you to go back one step at a time.  
 
If you continue to click on it you will eventually end up on the “c” drive of your 
computer.  
 
You can use it to change to different folders. Simply locate your website folder 
and double click on the folder you want to open. 
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Step 5 – Selecting the Remote Site to Transfer File s to  
You now need to say where you want your website uploaded to. 
 
This detail is provided by your ISP web hosting facility. 
 
You must be connected to the internet to do this step. 

To locate files in the REMOTE Site box, use some of the same methods for 
your local files: 

·  The Up Arrow 
·  A drop down box 
·  Changing directories (ChgDir) 

 

 

Step 6 – Selecting the Transfer Arrow 
Highlight the files you would like to transfer. You can choose more than one 
file at a time by pressing the 'Ctrl" and click the files at the same time.  
 
Then select the �  button to signal that you want to transfer those local files 
selected to the remote site selected. 

Using this program you can transfer entire folders. Simply click on the folder 
you would like to transfer. Click on the arrow in the centre of the screen and 
the entire folder and it’s contents will be transferred for you. 
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Step 7 – Binary Transfer 
To allow the files to go from your machine to the remote machine always 
choose the Binary  transfer mode. This allows all different file types to be 
transferred. This includes image and sound files. 
 

 
 

Step 8 - Close 
Quit WS-FTP after finishing the file transfer. Click the “Close” Button
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Alternative Selection Methods 
 
b) Choosing a directory 
On the bottom area at the left of WS-FTP are your directories or “drives” you 
can double click on these and they will open up in that drive.  
 
In the example below we show how to access the Budget Bobs Web Site on 
the “D” drive. 
 
Simply double click on the icon for drive D and then choose the folder Budget 
Bob Web Site by double clicking on it as well. 
 

 
 
 



 
Reading 26 Introduction to WS - FTP v6-07.doc  Page 14 of 17 
©Australian College of Commerce and Management 

Drop Down Arrow 
This is located near the top of WS-FTP and can be used to go to folders that 
you have previously visited.  
 
This is probably the most popular way to access your files. But it will only 
contain information if you have previously accessed the files by using one of 
the other methods. 
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Changing Directories: 
In the Local System box: press ChgDir to change to the directory which 
contains the files you want to transfer.  
 

.  
 

You will get a pop up input box appear. Type the path to the folder where your 
website is stored. 
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The quickest way to work out the path is to open Windows explorer. Using 
explorer navigate to the location of your folder. In the example below this is a 
folder located on the desktop called  
C:\Documents and Settings\user\Desktop\MyWebSiteFolder 

 

Cut and paste this address from the address bar into the input box and 
press ok. It will then take you to that folder and open the files for you. 
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Note that the Changing directories has a slightly different input box when 
using this for the remote directory. It now reads Enter remote folder name. 

 

 

 


